














INDE 


Add a touch of glamour, 50 F 

All that glitters ... 32 May 

Allen 3arbara (secretary and 
administrative assistant to Dr. 
Leonard T. Maholick), 37 F 

Allen, Frances Fowler, 
Ear-witness account, An, 37 O 

Art of creative business writ- 
ing, The, 7D 

Art of pay-check appreciation 
The, 29 F 

Ask the experts, 8 S, O, N; 
Mm DD: 6 J: 4: 8 M, A; 
6 May; 10 Ju 

At the sound of the bell, 42 A 

Atallah, Jean, 

Go east, young woman. 34 D 
Atoruk, Norma (Alaska Univer- 
sity office worker), 16, 52 J 

Awards, 
Bookkee ping, 35, 36 J: 48 M; 
43, 44 A 
Filing, 35, 36 J: 48 M: 43,44 A 
Shorthand, OGA = ae * 
12 0, N iS M 13, 44 A 
Speed, 41 § 20, NN: @, 
36 J; 48 M;: 43, 44 A, May 
Theory, 41 S: 35 J, 48 M, 
14 A 
Transcription, 42 O, N; 35, 
36 J; 48 M; 43, 44 : 
Typewriting, 41, 42 
36 J; 55 F: 48 M: 
May 
Away you go, 2, 24 May 


me 


Banking services, 22 J 

Barclay, Kim 
The right weigh, 24S 
The way the ball bounces, 

32 J 

Be-attitudes for the 
i383 F 

Beauty at arm's length, 34 O 
seauty buys, 55 O, 47 D, 
38 May 

Behind the secretary's desk in 
Chicago, 2, 26 M 

Beneath the northern lights, 
2,13 J 

Boggess, Louise, 
There auto be a 

Book reviews, 12 
_ a me 6. FS 
16 Ju 

Boss's problems, 11, 17 N 

Boss-watching for beginners, 
39 D: intermediate, 45 M: ad- 
vanced, 51 May 

Budgeting expenses, 29 F, 12 M 

Business experience, 38 S 

3usiness vs, social etiquette, 
26 8 

By notes or quotes? 17 J 


secretary, 


law, 52 F 
S, 0; 11 N; 
12 M, May; 


Career information, 9, 45 J 

Carter, L. F., 
General Montgomery as I 
knew him, 38 N 

Certificates and pin awards, 
Bookkeeping, 36 J; CT, 41 S, 
12 O, 55 F, 48 M, 44 A, May; 
Filing, 36 J: OAT, 41, 42 S. 
42 O, 55 F, 48 M, 44 A; OGA, 
41 S, 48 M; Shorthand Speed, 
36 J, 44 May; Transcription, 
36 J 

Certified Professional Secretary 
(CPS) exam, 15 O 

Change of address, 30 N 

Chief Cook and Bottle Washer, 
39 Ju 

Civil Service, 10, 37 M 

Clubs for women, 27 ! 

Communications, 22 S, 72 N 

Competent typist speed tests, 
44S, O. N; 42 D; 38 J; 58 F; 
50 M; 46 A, May; 46 Ju 

Congratulations to... 26 O 

Copiers, 32, 73 F 

Copy in time, A, saves... 32 F 

Corporate structure, The, 23 N 

Cost of the business letter, 68 M 

Costume jewelry, 32 May 

Covey, Gwen, 
Operation change-over, 24 O 

Cure for those first-job jit- 
ters, A, 2, 110 


y 
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Daly, Ellen (secretary to a den- 
tal surgeon), 37 F 

Daniels, Edna B., 
Heating, plumbing, and air- 
conditioning terms in Gregg 
Simplified, 52 M 

Dear Mr. Employer... 2, 18 M 

Dear Mr. Speaker, 30 Ju 

Destination: The heights, 43 A 

Dial D for dictation, 2, 22, 8 

Dictating machines, 22 S, 17 J, 
10,13 F 

Dictation by Telecord at John 
Hancock Mutual Life Insur- 
ance Company, Boston, 228 

Diet suggestions, 36 S, 42 M 
39 Ju 

Dollars and sense of it, The, 


» 99 


Don'ts for the OAT candidate, 
55 F 
Draves, Helen (secretary to 
F. S. Romanse), 20 May 
Dube, Frank A., 
Rocket and Missile terms in 
Gregg Simplified, 46S 
Duplicating (copiers), 32, 73 F 


Ear-witness account, An, 37 O 
Eason, Katherine, 
How/why to employ an agen- 
Ellis Blumenauer, Sidonia (sec- 
retary to Henrietta ‘“‘Brownie”’ 
Strong), 2,17 D 
Embarrassing moments and 
how to avoid them, 18 May 
Employer-secretary relations, 
22, 37 N 
Employment—USA, 2, 28 M 
Employment agency, The, 24 M 
Equipment, 7, 22, 24 S; 13, 28, 
56 O; 7, 28, 29N;13D:;5,17J 
10, 13, 32 F; 15 M: 13 A, May 
Esleeck Contest winners, 56, 
64 O 
Every day is Christmas, 2, 17 D 
Executive version, The, 20 N 


Fallon, John, 
In focus: The technical secre- 
tary, 2, 26A 
Fare for the fair, 42 M 
Farley, Jennie, 
Punctuate the positive, 40 May 
Fashions, 33, 34 S; 29, 30, 57 O: 
31, 32 N; 29, 30 D; 25, 26 J: 
47, 48 F: 39, 40 M: 33, 34 A: 
29, 30, 32 May; 34, 35 Ju 
Ferguson, Henry N., 
Tried and truant, 51 Ju 
File and Forget, 49 S, 48 O, 
51 N, 45 D, 44 J, 68 F. 5O A 
iS May 
First-job jitters, 11 O 
Flash readings, 40 S, O. N 
41D; 34 J; 54 F; 46 M; 42 A 
May, 38 Ju 
For love or money? 2, 30 M 
Forecast: Clear and smoother, 
34 N 
Forecast: Showers, 24 Ju 
Foreign service, 5, 34 D: 3 J: 
68 May 
17th international OGA contest, 
36 D, 40 Ju 
French, Marilyn, 
Harmonizing with the brass, 
2, 22 ¢ 
It shouldn't happen to a sec- 
retary, 2, 18 May 
Madam chairman. , . 27 N 
Problems and people, 28 Ju 
Progress brings problems, 
24 A 
Social side, 26S 
This year I resolve, 20 J 
Wanted: The ideal co-worker, 
2, 30 F 
What's happening in the 
windy city, 26 M 
Yours for the giving, 2, 20 D 


From desk to date, 57 O 


Gallippi, Janet (secretary to Dr. 
Joseph C. Danko), 29 A 
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Garfin, Nick W., 
Furniture terms in Gregg 
Simplified, 40 D 

Gates, Linda (secretary to Dr. 
T. S. Danowski and Dr. F. M. 
Mateer), 36 F 

General Montgomery as I knew 
him, 38 N 

Get more mileage out of your 
business letters, 44 F 

Getting along with the boss, 
2,220;10J 

Give and take, 41 D 

Glossary and vocabulary build- 
er, 48 S, 39 O, 49 N, 44 D, 
13 J, 62 F, 54 M, 49 A, 50 May, 
53 Ju 

Go east, young woman, 34 D 

Good Looks section, 33 S, 29 O, 
SL N, 2D, SB JI, 4 F,  M, 
33 A, 29 May, 00 Ju 

See also Fashions and 
Grooming 

Greenbaum, Ann F., 
Memory muddle, 46 N 

Gress, Virginia, 
Be-attitudes for the secretary, 

i3 F 

Grooming, 36 S; 34, 55, 57 O; 
34 N; 32, 47 D; 15, 30 J; 50, 
72 F; 42 M; 36 A; 32, 38 May: 
36 Ju 
See also Shopping Spres 


Hancock Mutual Life Insurance 
Company dictation system, 2, 
22 8 

Harmonizing with the brass, 2, 
22 0 

Harris, Glory (secretary to Lor- 
rain and Berne D’Essen), 2, 
25 F 

Havens, Muriel, 

Change of address, 30 N 

Headed in the right direction, 
2,38S 

Hermanson, Reuline, 
Boss-watching for beginners 

39 D 
Intermediate 

i5 M 
Advanced boss-watching, 51 
May 

Hold that temper, 42 May 

Holiday specials, 22 D 

Holidays in the office, 2, 20, 
22 D 

Home at the range, 40 N 

How to 
Be a traveling secretary, 37 

May 
Get your first job, 11 N 
Prepare a publicity scrap- 
book, 158 
Train your replacement, 24 O 
Treat a secretary, 22 N 

How/why to employ an agency, 
24 M 

Human relations, 27 S; 22 O; 
N; 20 D; 30, 70 F; 24 A, 28 Ju 

Human side, The, 

Harmonizing with the brass, 
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ae ( 


boss-watching, 


Progress brings problems, 
24 A 
Wanted: The ideal co-worker, 
2,30 F 
Yours for the giving, 20 D 
Hurwitz, Nancy, 
Every day is Christmas, 2, 
17 D 
Tell a tale of animals, 2, 25 F 
Hutchinson, E. Lillian, 
Word teasers, 17 (59) S, 10 
(63) O, 12 (61) N, 9 (47) D, 
11 (50) J, 23 (69) F, 13 (64) M, 
17 (57) A, 11 (67) May 


Ici on parle Francais, 15 May 

If I were young and single, 2, 
22 May 

Impulsion, 34 J 

In focus: The medical secre- 
tary, 2, 34 F: The technical 
secretary, 2, 26 A 

Indispensable Abernathy, 39 S 

Insurance, 26 D 


Cede: 
The capitals after page num- 
onth of issue. 





cized. 


It all adds up, 48 Ju 

It shouldn't happen to a secre- 
tary, 2, 18 May 

It takes a bit of planning, 9 J 


Jainschigg, Maria, 
For love or money? 2, 30 M 
If I were young and single, 

2, 22 May 

Japanese secretary, 19S 

Jaros, Marcia J. (secretary to 
Dr. Gerald J. Cox), 36 F 

Job hunter's notebook, The, 2, 
17 M 

Job hunting by mail, 18 M 

Job interview, 23 M 

Jollon, Mary, 
Ici on parle Francais, 15 May 
Prelude to Lohengrin, 21 Ju 
No two days alike, 2, 19 O 
When two worlds meet, 19S 

Judd, Joann (secretary to Da- 
vid Newton), 29 A 

Just your type, 28 N 


Keep tabs on your typing, 55 F 

King, Carole, 
3eneath the northern lights, 
2,13 J 

King, Helen (secretary to M, P 
Bickley), 20 N 


Larkin, Kathy 
Dollars and sense of it, The 
2, 22d 
Forecast: Showers, 24 Ju 
Lights, camera 
2,21 A 
Money tree 
stocks, 30S 
Organization totem pole, The 
2, 23 N 
What's behind CPS? 2,150 
Last page, The, 72 S; 64 O 
72 N;: 56D, J: 80 F:;: 68 M 
64 A; 68 May: 70 Ju 
Lekanof, Anna (Alaska secré 
tary), 2,13 J 
Letters of application, 19, 56 M 
congratulation, 26, 50, 51 O; 
sympathy, 18 J; letters ex- 
tending, accepting, and re- 
jecting invitations to speak, 
30 Ju: letters using subject 
line, 44 F 
Lights, camera . 
21 A 


. Secretary, 


insurance, 26 D 


secretary, 2, 


Madam chairman, . 27 N 
Mahaffey, Laura (secretary to 
Dr. Milton Clauser), 28 A 
Make a note of it! 538 
Make it permanent, 36 A 
Male secretaries, 41 O, 41 N, 
43 May 
Man, like square, 38 Ju 
Mangan, Ruth, 
Make a note of it! 538 
Mara, Maura, 
By notes or quotes? 17 J 
Copy in time, A, saves 
32 F 
Dial D for dictation, 2, 22 8 
Just your type, 28 N 
One for the records, 28 O 
Patio, pool, and pay check, 
24D 
Martin, Frances 
School starts after five, 2, 28S 
McKiernan, Edna F. (vice-pres- 
ident of First Mutual Securi- 
ties of America), 24 N 
McRae, Martha (secretary to 
Dr. Samuel Proger), 36 F 
Medical secretary, 2, 34 F 
Memo to the boss, 2, 22 N 
Memory muddle, 46 N 
Memos from a secretary, 60 F 
Midyette, Nancy, 
Forecast: Clear and smoother, 


The shape of things to come, 
36 S 
Military secrets, 41 J 
Miller, Alice (secretary to Maria 
Martel), 2,19 O 
Mondale, Anita (secretary to 
Robert F. Sladek), 28 A 
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Money management, 12 0, 14 D 
1? M 

Money tree, The nsurance, 2 
26 D:; mutual funds, 24 N; 
stocks, 3038 


Moving the office, 30 N 
Mutual funds, 24 N 


Neel, Reba K., 
Chemical 
Gregg Simplified, 48 A 


refine j terms n 


New York Stock Exchange, 308 

9 to 5: Executive version, 2 
20 N 

- 


54 F 

No two days alike, 2, 

Norton, Margaret, 
How to prepare a 
scrapbook, 15 8 

Notes and quotes, 5 § iO 
mma 8s: 7 Fw A 
3 May: 5 Ju 


Novel use of shorthand, A, 47 M 


Vf t cuses 
19 O 


publicity 


OAT See Order of 
Typists 
AT (arrangement) tests, 
O,N; 38 D; 37 J: 87 F: 
15 A, May; 50 Ju 
Office decorations 
20, 22 D, 24 Ju 


Office equipment, see 


Artistic 


O 3S 
19 M 
and parties 
Equip 
y ent 


OGA, see Order of Gregg Artists 


OGA Contest announcement, 
11 N; 2, 36 D; copy, 36 D, 
6 J prizes, 37 D report, 
10 Ju les, 37 D: winners 
individuals, 42 Ju; schools 
i2 Ju; honorable mentions 


school division (blue seal) 


54 Ju, (gold seal) 44 Ju, (red 
seal) 45 Ju 

OGA (penmanship) tests, 42 §S 
O, N: 36. 52 D: 36, 45 J: 56 F 


iS M 144A 
One for the 


May: 66 Ju 
records, 28 O 
yperation change-over, 24 O 
Order of Artistic Typists (OAT) 

Awards, 41, 42 S; 42 O; 35 J 

55 F; 48 M; 44 A, May 

Tests, 43 S, O, N; 38 D; 37 J 

57 F; 49 M; 45 A, May 
50 Ju 
Order of Gregg Artists (OGA) 
Awards, 41 S; 41, 42 O, N 
18 M; 43, 44 A 
Tests, 42 S, O, N: 36, 52 D 
36, 45 J; 56 F; 48 M; 44 A 


May: 66 Ju 
Organization totem pole, The, 


Orienter, Andree (s cretary to 
Edouard Morot-Sir), 16 May 
Jobs, 5. 34 D, 3 J. 


Overseas 


68 May 


Paquette, Neola (assistant cor- 
porate secretary, National 
Airlines), 64 A 

Parliamentary procedures, 27 N 

Patio, A, a pool, and a pay 
check, 24 D 

Pavlu, Roberta G., 


At the sound of the bell, 42 A 
Give and take, 41 D 

Hold that temper, 42 May 
Home at the ranye, 40 N 


Impulsion, 34 J 

Man, like square, 38 Ju 

No excuses, 54 F 

Race to leisure, The, 446 M 


To contend or convince, 40 O 

Whus of work, The, 40S 
Penfield, Thomas, 

Optometry terms in Gregg 


Simplified, 40 J 
Personal data file, 9 J 
Photocopiers, 32 F y 
Pin awards, 41, 42S; 420; 36 J; 
55 F: 48 M 
Planning your future, 9 J 


Please remit, 478 

Pope, Lester B., 
Chemical engineering terms 
in Gregg Simplified, 48 N 


Postal scales, 24S 
Powell, Kathleen V., 
Military secrets, 41 J 
Prelude to Lohengrin, 21 Ju 
Pritchard, Sally, (secretary to 
Dr. W. C. Gakenheimer), 24 D 
Problems and people, 24 A, 28 Ju 


79 


Product points, 78; 13 0; 7 N 
13D: 5 J; 13 F:; 15 M; 13 A, 
May; 15 Ju 

Professional associations, 15 
64 O; 45, 56 J; 26 M 

Progress brings problems, 24 A 

Publicity scrapbooks, 15 S 

Punctuate the positive, 40 May 

Punctuation, 62 S; 8, O; 9, 12 N; 
12D; 8 J: 16 F; 10 May 

Put on a pretty face, 30 J 

Qualifications for 
jobs, 38 A, 20 May 


secretarial 


Race to leisure, The, 46 M 
Reading, ‘riting, ready, 41 O 
Report on a good buy, 20 May 
Résumé, The, 2, 20 M 
Richter, Jackie (secretary in 
N. W. Ayer advertising agen- 
cy), 21 Ju 
Right weigh, The, 
Rollason, Peggy Norton 
Art of creative business writ 
ing, 7D 
Art of pay-check appreciation 
29 F 
Cure for those 
ters, 2,110 
Headed in the right direction 
2 3838S 
It takes a bit of planning, 9 J 
Report on a good buy, 20 May 
Secretarial path to the altar, 
26 Ju 
See not, hear 
37 N 
Your personal representative, 
the résumé, 20 M 
Ruben, Lita (secretary to Paul 
N. Lazarus, Jr.), 2, 21 A 
Rutherford, Michael 
Memos from a secretary 


245 


first-job jit 


not, speak not 


60 F 
Salaries, nationwide, 28 M 
Sanderson, Raleigh, 

How to be a traveling secre 
tary, 37 May 
Time of direct ¢ 

tion, The, 23 M 
Save other secretaries, 17 O 
15 D, 21 F, 15 A, 9 Ju 
Scapegoat, The, 46 O, 53 M 
School job forum, 38 $ 
School starts after five, 2, 285 
Secretarial bookshelf, 12 8S, O 
2 ow: Me Ds 0s, FF; eM 
May; 16 Ju 
Secretarial path to the 
The, 26 Ju 
Secretarial procedures, 15, 228 
11, 22, 24 O; 30, 37 N 
Secretary in 
Alaska, 13 J 
Ayer, N. W. & Son, advertis- 
ing agency, 21 Ju 
3ank of Tokyo, New 
City, 19S 
Columbia 
21 A 
Electronics firm, 26 A 
Fairbanks food supply 
pany, 13 J 
French embassy in New York, 
15 May 
Guided missile base, 29 A 
Hancock Mutual Life Insur- 
ance Company, 228 
Hospital, 36 F 
Medical research, 36 F 
Pharmaceutical company 
(Stuart), 24 D 
Photographic studio, 19 O 
Space laboratories, 26 A 
Tidewater Oil Company, 30 N 
United Airlines, 20 N 


ommunica 


altar 


York 


Motion Pictures, 


com- 


Secretary to 
Advertising executives, 21 A, 
21 Ju 


Airline executive, 20 N 
Animal Talent Scouts, 
25 F, 63 M 
Beyer, Lew, 13 J 
Bickley, M. P., 20 N 
Christmas card designer, 17 D 
Clauser, Dr, Milton, 28 A 
Cox, Gerald J., Ph.D., 36 F 
Danko, Dr. Joseph C., 29 A 
Dannels, Gil, 29 A 
Danowski, Dr T. S., 36 F 
Dental surgeons, 36, 37 F 
D'Essen, Berne and Lorrain, 
25 F 


Inc. 


Doig, Alfred, 59S 

Ellis, Dr. Sydney, 37 F 
Fashion photographer, 19 O 
French consul, 15 May 
Gakenheimer, Dr, W. C., 24 D 
Gourley, Jack, 13 J 

Gow, Jack F., 30 N 

Heart specialist, 36 F 


Japanese bankers, 19 S$ 
Lamb, Roland, 23, 59S 
Lazarus, Paul N,, Jr., 21 A 


Maholick, Dr. 
37 F 

Martel, Maria, 2, 19 O 

Mateer, Dr. F. M., 36 F 

Medical researchers, 36 F 

Morot-Sir, Edouard, 16 May 

Newton, David, 29 A 

Obstetrician, 37 F 

Pediatrician, 37 F 

Peterson, Dr, Albert, 36 F 

Psychiatrist, 37 F 

Proger, Samuel, 36 F 

Public relations manager, 
30 N, 21 A 

Purchasing agent, 20 May 

Restaurateurs, 13 J 

Romanse, 20 May 

Schuler, Dr. Robert H., 28 A 

Sladek, Robert F., 28 A 

Strong, Henrietta ‘‘Browni« 
2,17 D 

Technological experts, 26 A 

Wallace, Dr Jacob, 37 F 

Wallace, John, 22, 23, 59 S 

See not, hear not, speak not, 

37 N 

Seidenspinner, Dr, 
Speakers—Handle 
26 N 

Shape of things to come, The, 
36S 

Shopping spree, 67 S: 59 O 
67 N; 53 D, J: 77 F. 65 M. 
61 A, 65 May, 67 Ju 

Shorthand tests, see OGA tests: 
See also Transcription tests 

Showers, 24 Ju 

Sivinski, Joan, 

Get more mileage out of your 
business letters—use a sub- 
ject line, 44 F 

One goal—Civil Service, 37 M 

Tabulation plus, 30 A 

Six secrets of popularity, 70 F 

Smith, Gene, 
The money tree 
funds, 24 N 

Social side, The, 26S 

Speakers ... Handle with care. 
26 N 

Special report: Secretarial em- 
ployment—U, S A., 2, 28 M 

Stick to your Gregg, 35 J 

Stocks, 30S 

Study tips to further your prog- 
ress, 28S 

Sublette, Margaret, 


Leonard T., 


y. &., 


Clarence, 
with care, 


Mutual 


Please remit, 47S 
Summer job's assets, 38 S 
Survey of Chicago secretaries, 


2, 26 M; of U.S.A., 2, 28 M 

Tabulation plus, 30 A 

Take it to court, 43 May 

Technical secretary, The, 26 A 

Technical terms in Gregg Sim- 
plified: Air conditioning, 52 M; 
Chemical engineering, 48 N; 
Chemical refinery, 48 A; Fur- 
niture, 40 D; Heating, 52 M: 
Optometry, 40 J; Plumbing, 
52 M; Rockets and missiles, 
16S 

Telecord dictation, 22S 


Tell a tale of animals, 25 F, 
63 M 
Test programs, Schools offer- 


ing, 60 A 

Tests, see Awards, Order of 
Artistic Typists, and Order of 
Gregg Artists 

That certain something, 32 D 

Thatcher, Gordon E., 
Tranquilized vacations, 49 May 
There auto be a law, 52 F 

This year I resolve... 20 J 

Thomas, Betty Kennedy, 
Wanted: Secretaries who... 

39 A 

Time of direct communication, 
The, 2, 23 M 

To contend or convince, 40 O 








Today's secretary looks at the 


boss, y 





y 

-~. fe 

Tranquilized vacations, 49 May 

Transcribing speed _ practice, 
i5 S, O, N; 43 D; 39 J; 59 F; 
51 M; 47 A, May; 47 Ju 

Transcription corner (projects), 
48 (65) S, 39 (58) O, 49 (61) N, 
44 (46) D, 43 (50) J, 62 (75) F, 
54 (64) M, 49 (57) A, 50 (63) 
May, 53 (61) Ju 

Transcription tests, 45, 48 S; 
39, 45 O: 45, 49 N; 43, 44 D; 
39, 43 J: 59, 62 F: 51, 54 M; 
17, 49 A: 47, 50 May; 47, 53 Ju 

Travel opportunities, 5, 34 D; 
3. 10 J; 60 A; 37, 68 May 

Traveling secretary, Practical 
pointers for the, 37 May 

Trial of Andrew Foster, The, 
1 A 

Tried and truant, 51 Ju 

Typewriting 
Arrangement, see OAT tests 
Speed, see Competent Typist 

tests 


tests, 


Ulrich, Florence Elaine 
Destination: The heights, 43 A 
Forty-seventh international 

OGA contest, 36 D, 40 Ju 
Keep tabs on your typing, 

55 F 
Novel ust 
Reading, 
Stick to yi 


of shorthand, 47 M 
‘riting, ready, 41 O 


ur Gregg, 35 J 


Take it to court, 43 May 

With an eye toward transcrip- 
tion, 418 

Write it right, 41 N 


Unrau, Ruth, 
The trial of 
10 A 

Use a subject line, 


Andrew Foste 
i4 F 


Vacation thoughts, 22 May 
Vacations by bus, 27 May: car 
28 May; plane, 25 May; train 
26 May; ship, 24 May 
Vaughan, Margaret D., 
It all adds up, 48 Ju 


Wade, E. Gertrude, (secretary 
to Dr. Sydney Ellis and Dr 
Jacob Wallace), 37 F 

Wanted: Secretaries who 
39 A 

Wanted 
2,30 F 

Waterman, Helen, 

The Scapegoat, 46 O 

Watkins, James W.., 
Indispensable Abernathy, 398 

Way the ball bounces, The 
32 J 

Wells, Raymond, 
Memo to the boss, 

Wentzell, Jacquelyn, 
Congratulations to... 260 
Dear Mr. Employer, 2, 18 M 
Dear Mr. Speaker, 30 Ju 
With sincere sympathy, 

18 J 

What's behind CPS? 2,15 0 

What's happening in the windy 
city behind the secretary's 
desk, 2, 26 M 

Wheeler, Maurine (secretary to 
Dr. Albert Peterson), 36 F 

When two worlds meet, 2,19S 

Whys of work, The,40S 

Williams, Lee (secretary to Dr. 
Robert H. Schuler), 28 A 

With an eye toward transcrip- 
tion, 418 

With sincere sympathy, 2, 

Word teasers, 17 (59) S, 10 
(63) O, 12 (61) N, 9 (47) D. 
11 (50) J, 23 (69) F, 13 (64) M, 
17 (57) A, 11 (67) May 

Working wife, The, 2, 30 M 

Worth noting for your beauty 
shelf, 38 May 

Wrapping gifts, 48 D 

Write it right, 41 N 








The ideal co-worker 


2 9ON 


18 J 


You and Summer, 36 Ju 

Your personal representative, 
the résumé, 2, 20 M 

Yours for the giving, 2, 20 D 

Yurugi, Akiko (secretary in 
New York office of Bank of 
Tokyo), 2,19S 


TODAYS SECRETAR) 





